Tips from May 25th  2011 Intermediate Computing Meeting – by Nigel Tennant

Folders on the Toolbar of your browser

Web addresses in Internet Explorer are called ‘Favorites’ in Mozilla Firefox they are called ‘Bookmarks’. 

To make organising them easy you can put a folder on the toolbar to use as a temporary store for web pages for a particular project or to have related web pages easily accessible and organised. Once the folder is made you can save bookmarks/favorites to it.

In Internet Explorer Click <Favorites>, select <Favorites bar>, right click and click <Create New Folder>. Enter you preferred name. 

When you want to save a favorite web page just Click <Favorites> and click <Add to Favorites> and choose the location as one of your toolbar folders.

In Mozilla Firefox click <Bookmarks>, select <Bookmarks>, select <Bookmarks Toolbar>, right click and click <New Folder>. Enter your preferred name. 

When you want to save the bookmark to a web page, click <Bookmarks>, or the yellow star on the right hand side of the address bar. Click the down arrow and you will see all your toolbar folders, just the select the one you want and click <Done>

Tidy up Desktop by grouping shortcuts 

1. Right click on desktop and click <New>

2. Click <New folder>

3. Call it something eg “Photo Software”

4. If you want you can customise the icon. Right click on the folder and click <Properties>. Then choose the ‘Customize’ tab, click <Change Icon> and choose the icon you want, click <Apply> to complete.

5. If the short cut you want to put in the folder is not already on the desktop then right click the program and click <Send to> and then <Desktop (Create shortcut)>. This will put a shortcut on the Desktop.

6. Just drag the relevant short cuts into new folder

7. Now all related shortcuts are in one place and you have a tidy Desktop!

